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18 June 1951

UM FOR: Deputy Director (2dministration)
Advipor for Harageoent
Interim Progress Report q&wammm fice.

"

1. Attached as TAB A is s swmmsry of yecommendations imformmily

proposed by Menagement Analysis Office parsommsl to officials of the
Perscamel Office and the Imspaction and Security Office.

2. Attached as TAB B is » statement of Chief of Procuremsnt Division

of stsps he has independently taken t0 improve procurement activities
with our marginal comments.

3. Tiw Persomnel Studies and Procedures Staff of the Persomneli
Office is presently engaged in a study of the Overt Placemsnt Division.
This study has resulted in simplification of processing procedures
for clericsl smployess. {See TAB C).

25X1A9%a
cusent He. Q/ o
MAR/1s NO CHANGE in Class. [}
DECLASSIFIED
CC: Subject—" 19ss. CTAScrD T8#: TS S €
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WIFIC RECOMMENDATIORS

RECOMMESDATION

v

1. Utilise presently employed Agency personnel on
two 1o three month &etell for field procurement to

spesé up operstion pending recruitment snd EOD of
permanentliy-assigned recruitoment officers.

2. Utilise jumior management assistant apd Junior
profesaional assistant regiesters of Civil Service
Commission for the recruitment of recruitsent
officers.

3. Solicit the essistance of ell Agency personnel
for referral of names of prospective applicants.
Develop a procedure whereby continucus referrals
of proepective applicants will be received by
Personnel from Agency employees.

§. Decentralise both Persomnel and Security
cperations relating to recrultmsnt and security
clsarance of cisrical sapd Jjunior professicnal
_perscunel to fleld offices. Develcopy procedures
wheredy such personnel sre completely security-
clsered and E0D at desigoated field points. This
will require close comtact between personpel and
security people in fisld offices. The only record
in Washington would be the name submitted
& sge ;ﬂm the security clearsnce is initiated in

5. Ewplore possidility of paying travel expenses
for employed candidates vho may EOD in Pield offices
to their Washington Jobs.

6. Develop seles litersture to Le left bshind with
each fleld contact for distribution by sueh centect
to likely candidstes be finds after recrulter has

T. Extend fisld clerical recruitment West and cut-
back activity on the Bastern sesboard as this sres
is overworked.

8. Direct plsmning effort tovard vholesale
exploitation of new areas which will yield large

Being sericusly considered by
Deputy Perscnnel Director.

These lists have been tentatively
explored, but will be moye care-
fully considered.

Enthusiagtically accepted.
Plans for an Agency contest
with swards being developed for
top-side approvel,

Discussions indicated need for

& trial run in one field office -
probably Chicage ~ dealing only
with clerical applicants to
develop and to purify procedures
prior to expension of plan to
other areas. Not discusesed with
Inspection and Security Office
as yet,

Baing considered.

Accepted

Agreed

This is the emcc»t W vhich
viiich Procuremsst Division intends
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RECOMMENDATION ACTION
results rather than recanvessing ares alreedy to cperate. The need for better
covered. pleaning is recognised.
9. Develop & progrsm for clerical recruitment to Being seriously considered.
be sponsored under the asgis of state teachers' Plen vill require considersble
colleges specislizing in commercial education development.
workiag through graduates of those schools. For
18
graduates over 100 commercisl 25X1A5a1

. Por m five year period we
dmately 500 temchers in schoals through- 25X1A5a1

radustes of sach teacher is 50 commercial mejore 25X1A5a1
per yesr, each knows of 250 prospective employess,
500 teachers each with 250 prospects gives us 000
possibilities in one area. If we can siphon only
one per cent of this potentisl we would have 1,250
clsricsl employees. It should be possible to
exploit one such area fairly extensively in a three
month period if the teachers are persuaded to work
with us. Practically esch state bas a state
teachers college, Much of the initial wori can be
done by letter if properly planned. Also we
recrult some of the teachers indirectly.
25X1A5a1 25X1A5a1
10. Utilize resources of nstiopally orgenized I A
B for secretaries and professional women.

1l. Usilize, on & consulting basis, educstiomsl or Being considered.
ecivic lsadars vho have s wide acquaintanceship in

an srea a8 recruiters for clericals sand Junior

professionals in the sene manner they are belng

utilized for exscutive recrultment.

12. Davelop specific written criteris for recrulters Recruiters feel need for this.
to enadble then to Judge both the professional and Being considered.
security qualificetions required by the Agency.

13. Simplify snd purify procedures for compiling Agreed
1ist of wecancies to ensure accuracy of the listing.
Perscnnel should be conversant with all T/0 changes
and take initiative in getting requisitioms for the

new J@b'a
1%, Simplify the interview report form to ceuse Agreed, in part; usefulness of
ninimm of work for the recruiter. For clericsl & checklist is guestioned.

snd Junior professional a series of checks in
sppropriate boxes should suffice.

Approved For Release 2000/08/22 : CIA-RDP61-00274A000100180005-3



Approved For Release 2000/08/22 : CIA-RDP61-00274A000100180005-3

ACTIOR

15. Dewelop stanfard jJob sheets for each position
in the Agency containing sufficient detail to de-
scribe Jjoba to the satisfaction of persomnel pro-
curement pecple. Eliminste sxisting Jod requisie
tions. Establish machinery which will ceuse
personnel procurement to sutomsticelly recruit
for an existing vacancy unless notified not to
£111 it.

16. Exsmine procedure for overseas travel in order
to reduce time-lag and procedural complexity and in
order to permit all operational flexibility with-
out administrative cbetacles.

i7. Extend secwrity clearance punch card file
to provide periodic status repcrts on security
processing.

18. Develop appropriste number of copies of
Personsl History Statement to expedite processing
of secuyity cases.

19. Develop machine methods for positive coatrol
of individual ceses during security processing.

20, Utilize the bdasic personnel records and
file system, developed by Bureau of Budget
and Civil Service Commiseion, to the fullest
sxtent possible. e..?. & combined form for

T

) M N N

persattment Roquept, (37-0); Reguest for . pation
of smployes sexrvice record cards with position
inventory.

21. Eliminate and reduce duplication in
processing and control.

Under study.

Under study.

Procedures developed and
currently being installed.

Procedures developed and ine-
stalled to permit photostating
of additional coples immediately
upon receipt and prompt transfer
thersaf'ter to Inspection and
Security.

Rew Becurity Heguest Form to

be initiated by operating offices
is nov in use. All procedures in
Perscunel snd Inspection and
Security relative to this pro-
posal bave been desveloped and
installed.

Baing considared for implementation
by Personnel 3tudies and Procedures
Sters.

Under 3tudy and immedimate action
being taken by Personnel Studies
and Procedures Staff. (See TAS C).
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RECOMMENDATION

ACTIOR

22. Extend recrultment office hours in Washington
by staggered hours for persoanel interviewing walk-
in applicante. Time schedule all walk-in intervievs
80 an applicant cen meke an appointsent during his
lunch hour and be assured he will not have to walt.

23, Examine sll procefares pertaining to transe
actions and records for obtalning maximum
productivity.

2k, Exsmine personnel work being dome in opersting
offices and effect procedursl improvement. ,

25. Ezamine delegetions of personnel authorities
to fiald stations in order to simplify procedures
and refluce time~lag.

26. Replace the biographical dats forme nov being
used vith multilith mats. Thie will elimipate the
typing of two sets of forms in order to obtain
twelve legidle soples.

27. Trapsfer s multilith machine from the
Reproduction Divieion, Administrative Services
Office, to Bpecial Security Division of
Inspecticn and Security for use in reproducing
covert and overt neme check mets snd sensitive
material for disseminstion to Agents.

20. Study the procedures being followed in the
Security Division and the Bpecisl Security

Division of Inspection and Security for the adminis-
trative and statistical coatrol of cdpem cages to
effect simplification, standardisetion and posaible
use of more efficient office equipment and machine
methods.

Being considered.

Under study.

Under study.

Under study.

The mats will be ready for use
by Inspection end Becurity in

approximstely ten days.

This machine is nov resdy for
delivery to Inspectian and
Security.

Under Study.
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I U Jue 1951 25X1A9a
Chief, Persomnnel Procurement
ggegli:lﬂgnthx Persomnel Procurcment Bivisia#
In ascordance with your request to on 29X1A9a

1k June 1951, there follows a list of significant management actions
taken Ly this divislon during the period indicated.

o be Q2T Ae The organisational structure of Persomnel Procurement
ﬁ‘ag" Division has been completely revamped in accordance with the recom-
Yrer stods  mendations contained in the swrvey of this Division by
Cor deV“'\ The new organizational structure is set forth in Perso Procurement
A * Division Memorandum - =51, 2 Jume 1951,

Be A stalfing plan for the rovised organization has been de-
vsloped and submitted to the Personnel Director for approval.

Ce A training progrs: for pew Recrultment Officers has hLesn
formulated and applied in the case of the three newest additions to
the Persommel Procurement Divislon staff, This program covers all mejor
areas of interest to a new Regrultuent Officer and is expected to assist
them greatly in assimilating rapidly the responsibllity encumberec upon
them and the most acceptable msang by which these responsibilities will
be accomplished,

25X1A9%9a

De A procedure has been developed covering the processing of
new applicant files. Parsonnel Procurement Division Memorandum = 11-51,
8 June 1951 which is designed o expedite the processing of new files
within the Agenoy. '

L]

Ee A procedure has been developed - Perscmmel Procurement
Pivision Wemorantum - 11-51, 11 June 1951 to insure that Agency employees
who suggest posaible new hires will de advised the outcome of the case.

7o In conganction withj]l & stotenent of podicy ama  20K1A93
edure has been developed « Personnel Procurement Divislon Memcrandum -

%, U June 1951 which ¢overs the methods by which teating in the field

f new applicanta is accomplished and the procedures by which the -

necessary supplies are obtained,

| A nmber of Yansgement projects are under consideration and in
goeaas of baingg;velo covering such items as reports to be rendered

field recrut t officers, procedures and handling of Reports of
Interview and Reports of Contact eto, As these are developed, copies
will be furnished the Advisor for Mamagement,

ILLEGIB
Approved For Release 2000/08/22 : CIA-RENEEE 00130005-3

25X1A%a



